PART 11| DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 17.478
STATE OF HAWAI |

M ni mum Qual i fication Specifications
for the Cl ass:

| NSPECTI ONS AND | NVESTI GATI ONS OFFI CER
(I NSPECTI ONS & | NVSTGS OFFCR)

Prerequi site Know edge and Abilities Required:

Knowl edge of: Principles and practices of adult
corrections nmanagenent, prograns and operations; |aws,
regul ati ons and standards and issues pertinent to adult
corrections operations; principles and practices of
supervi sion and managenent; research nmethods and techni ques;
and report writing.

Ability to: Develop plans, goals, objectives, policies
and procedures; nonitor departnental operations for
conpliance with pertinent |aws, rules, regulations, standards
and directives set forth for the operation of the departnent;
interpret and apply pertinent federal and State | aws,
regul ati ons, other |egal requirenments, recogni zed standards,
policies and procedures; fornulate and adm ni ster budget and
expendi ture plans; supervise and evaluate the work of others;
anal yze and sol ve conmpl ex problens |ogically and
systematically; wite clear and conprehensive reports;
establish and maintain effective working relationships with
representatives fromvarious State, county and federal
agenci es; and comruni cate effectively orally and in witing.

Basi ¢ Educati on Requirenment:

Graduation froman accredited four (4) year college or
university with a bachel or’s degree.

Excess work experience as descri bed under the General or
Speci al i zed Experience, below, or any other responsible
adm ni strative, professional or analytical work experience
whi ch provi ded know edge, skills and abilities conparable to
those acquired in four (4) years of successful study while
conpleting a college or university curriculumleading to a
baccal aureat e degree may be substituted on a year-for-year
basis. To be acceptable, the experience nmust have been of
such scope, level and quality as to assure the possession of
conpar abl e knowl edge, skills and abilities.

The education or experience background nust al so
denonstrate the ability to wite clear and conprehensive
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reports and ot her docunents; read and interpret conplex
written material; and solve conpl ex problens |ogically and
systematically.

Experi ence Requirenents:

Except for the substitutions provided for in this
specification, applicants nust have had progressively
responsi bl e experience of the kind and quality described in
t he statenents below and in the anounts shown bel ow, or any
equi val ent conbinati on of training and experience.

General Experience: Two (2) years of responsible
prof essi onal work experience which provided know edge of the
| aws, regul ations, standards, policies, functions, objectives
and operations of an adult correctional program The
prof essi onal work experience nmust have invol ved readi ng and
interpreting laws, rules, regulations and ot her conpl ex
materials; evaluating and anal yzing pertinent facts,
information and issues to resolve problens; witing clear and
conci se reports and anal yses; applying problem solving
nmet hods and techni ques; and recommendi ng appropri ate courses
of action.

Speci ali zed Experience: Two and one-half (2-1/2) years
of progressively responsi bl e professional work experience
whi ch required nmaki ng anal yses, eval uations or other
substantive determ nations with regard to current or
proj ected operating progranms. The experience may have been
gai ned as a program anal yst/ pl anner, or
supervi sor/ manager/ adm ni strat or or other managenent advi sor,
but nust have involved perform ng professional work concerned
with programinterrel ationships, effectiveness or
intraprogramintegration. It nmust further have denonstrated
a high degree of analytical skill involving the ability to
read, conprehend and interpret conplex material such as State
statutes and/or federal regulations; identify information
needs; collect and anal yze data; identify problens and
alternative solutions and their advantages and di sadvant ages;
devel op | ogi cal recommendati ons for a course of action; and
draft conprehensive reports of findings and concl usions.
Persons performng this type of work are typically located in
a staff agency or office (e.g., program eval uation, program
budget or organi zational / managenent anal ysis); however,
experience gained in direct services prograns may be accepted
if there is evidence of continuing responsibility for
anal ytical work as descri bed above (e.g., staff assistant to
the adm ni strator of a programresponsible for analyzing the
assi gned program area and recommendi ng i nprovenents in
operations, or nethods of inplenenting the programfor
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greater effectiveness and the |ike, or as a supervisor whose
work regularly included preparing plans for the assigned
program or function, evaluating and nonitoring the progress
of the assigned program area, preparing reports of progress,
identifying problem areas and taking steps or reconmendi ng
actions to resolve them.

Supervi sory Experience: One (1) year of work experience
whi ch 1 ncluded: (1) planning, organizing, scheduling and
directing the work of others; (2) assigning and review ng
their work; (3) advising themon difficult problem areas;

4) training and devel opi ng subordi nates; and (5) evaluating
their work performance and disciplining them when necessary.

Adm nistrative Aptitude: Admnistrative aptitude wl
be considered to have been net when there is strong
affirmati ve evi dence of the necessary admi nistrative
aptitudes and abilities. Such evidence nmay be in the form of
success in regular or special assignnents or projects which
i nvol ved admi nistrative problenms (e.g., in planning,
organi zi ng, pronoting, and directing a program including
policy and budgetary considerations; providing staff advice
and assistance in such matters); interest in admnistration
denonstrated by the performance of work assignnents in a
manner which clearly indicates awareness of adm nistrative
problens and the ability to solve them conpletion of
educational or training courses in the area of adm nistration
acconpani ed by the application of the principles, which were
| earned, to work assignnents; managenent’s observation and
eval uati on of the applicant’s | eadership and adm nistrative
capabilities; success in trial assignments to nanageri al
and/ or adm nistrative tasks.

Substitutions All owed:

A master’s degree in Crimnal Justice, Crimnology or
related field froman accredited college or university which
i ncl uded coursework which provided know edge of the | aws,
regul ati ons, standards, functions, and objectives of an adult
correctional program[e.g., coursework in penol ogy,
correctional |aw (|l egal process, inmate rights), structure
and organi zation of a correctional system correctional
treat ment prograns], nmay be substituted for one (1) year of
General Experience.

Qual ity of Experience:

Possession of the required number of years of experience
will not in itself be accepted as proof of qualification for



PART 11| Page 4
I NSPECTI ONS & | NVESTI GATI ONS OFFI CER 17.478

a position. The applicant's overall experience must have
been of such scope and | evel of responsibility as to

concl usively denonstrate that he/she has the ability to
performthe duties of the position for which he/she is being
consi der ed.
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Tests:

Applicants may be required to qualify on an appropriate
exam nati on.

Physi cal and Medi cal Requirenents:

Applicants nmust be physically able to perform
efficiently and effectively, the essential duties of the
position which typically require the ability to read w thout
strain printed material the size of typewitten characters,
gl asses permtted, and the ability to hear the conversati onal
voice, with or without a hearing aid, or the ability to
conpensate satisfactorily. Disabilities will not
automatically result in disqualification. Those applicants
who denonstrate that they are capable of perform ng the
essential functions of the position with or without
reasonabl e accommodation will not be disqualified under this
section.

Any condition which would cause applicants to be a
hazard to thenmsel ves or others is cause for disqualification.

Any di squalification under this section will be nade
only after a review of all pertinent information including
the results of the medical exam nation, and requires the
approval of the Director of Human Resources Devel opnent.

Ment al / Enoti onal Requi renents:

Al'l applicants nust possess enotional and nent al
stability appropriate to the job duties and responsibilities
and wor ki ng condi tions.

Desirable Qualifications:

Denonstrated conpetency in:

Anti ci pating, recognizing, and anal yzing operati onal
probl ems and opportunities. Ildentifying problens and
causal factors, developing innovative alternative

sol utions and preventive neasures, and maki ng sound and
effective decisions to resolve issues on a tinely basis.

Communi cating effectively with individuals with diverse
backgrounds, orally and in witing. Mnagi ng and
resol ving conflicts, confrontations, and di sagreenents.

Managi ng operations to neet expected perfornmance | evels
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on tinme.
Encouragi ng and facilitating obtaining cooperation,
instilling pride, and fostering trust in order to work

as an effective group.
Provi di ng | eadership and notivating staff.

Consistently and effectively using a performance
managenent system by setting performance standards;
apprai sing staff acconplishments using the devel oped
standards; and taking action to reward, counsel, or
renmove enpl oyees as appropri ate.

Under st andi ng and i npl ementing col |l ective bargaini ng
agreenents and standards of conduct effectively.

This is the first mninmum qualification specification
for the new class | NSPECTI ONS AND | NVESTI GATI ONS OFFI CER
(1 NSPECTI ONS & | NVSTGS OFFCR)

DATE APPROVED:

DAVI S K. YOG
Di rector of Human Resources
Devel opnent



